Functional Series 600 INTERIM UPDATE 04-05
Budget and Finance

SUBJECT: Travel Card Delinquency Change (Revised)

REVISED MATERIAL: This revises and superseded Policy Notice 0335, dated:
3/1/200I, Subject: Interim Update 01-02, Travel Card Delinquency Change. It will be
incorporated into the next revision to ADS 633, Financial Management Aspects of
Travel.

EFFECTIVE DATE:  04/07/2004

USAID/General Notice
Policy M/MPI
06/02/2004

SUBJECT: Travel Card Delinquency Change (Revised)

This revises Policy Notice 0335, dated: 3/1/200l, Subject: Interim Update 01-02, Travel
Card Delinquency Change. It will be incorporated into the next revision to ADS 633,
Financial Management Aspects of Travel.

The Citibank Government Card Services has been experiencing major delinquent debt
write-offs across the federal government caused by the failure of federal employees to
pay their travel card accounts and federal employees' checks being returned due to
Non-Sufficient Fund (NSF). To reduce risk of loss, Citibank has implemented the
following policy changes:

Any Individual Travel Card account with TWO or MORE NON-SUFFICIENT
FUND (NSF) CHECKS WITHIN A TWELVE-MONTH PERIOD will be CANCELLED.
(effective March 1, 2001)

* If an Individual Travel Card Account has had TWO SUSPENSIONS IN A
TWELVE-MONTH PERIOD AND INCURS A THIRD DELINQUENCY, the Travel Card
will be SUSPENDED on the FIRST DAY OF THE THIRD DELINQUENCY. At that time
a letter will be sent to the Travel Account holder giving the individual 10 DAYS TO
MAKE FULL PAYMENT OR THE ACCOUNT WILL BE CANCELLED. (effective April 7,
2004)

The Individual Travel Card Account is considered to be delinquent for 30 days on the
30th day after the billing cycle closes. For example, the USAID billing cycle ended on
2/25/04 (USAID's billing cycle ends on the 25th of each month) with a payment due date



of 3/22/04. On 3/27/04 any accounts due 3/22/04 that remain unpaid will be 30 days
delinquent. Citibank will suspend all delinquent travel card accounts that remain unpaid
66 days from the billing cycle close or 5/02/01. A suspended card will be reinstated if
paid before the card is canceled. Citibank will cancel all delinquent travel cards that
remain unpaid 151 days from the billing cycle close or 7/26/04. Once a travel card is
canceled, it is difficult, if not impossible to have the card reinstated.

The policy changes are in the U.S. Government contract with CitiBank and therefore,
USAID personnel are subject to them.

USAID travelers are expected to pay the travel card charges when due (ADS 633.5.2b).
Timely receipt of payment for your travel voucher is a part of getting your Citibank
Government Travel Card bill paid on time. Travelers are reminded that they are
required to submit their travel voucher within five days of completing a trip (ADS
633.5.3). Approving officials are reminded that they must approve travel vouchers
within one day of receipt. If employees are experiencing problems receiving timely
payment, we want to know about them so they can be fixed. Please provide Richard
Levine (via e-mail) the following information to enable us to isolate the cause of your
problem:

a) the date your travel finished

b) the date you submitted your voucher to any required approving individual

C) the date your voucher was approved (if it needed approval)

d) the Paying Office where it was submitted for payment and the date it was
submitted, and

e) the date you received payment or it was deposited in your account.

Employees who do not submit their travel voucher in a timely manner are still expected
to pay their Citibank Travel Card bill on time. The fact that you have not received
payment from the Agency is not a valid reason for not paying Citibank when the
employee did not submit her/his travel voucher within five days of returning from a trip.

*The asterisk indicates a change in that section.

Point Of Contact Any questions concerning this Notice may be directed to Richard
Levine, M/FM/PPC, (202) 712-5996 or Joe Keady (202) 712-7544.
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